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Enrollware Instructions 
 
All instructors affiliated with SCCAD must use Enrollware whenever setting up and teaching any American 
Heart Association course.  
 
By using this software, the speed of getting AHA cards processed and mailed will be greatly increased. You can 
also use this software for your own AHA recordkeeping (e.g., the number of classes you teach during each 
renewal period). The first time you use this system, you must obtain an access link from SCCAD’s training 

center in order to gain access. Once you are set up in the system, you will use this link: 
www.sccad.enrollware.com to log into your account. You will use this site for every class you teach. 
 
If this is your first time using Enrollware, begin by clicking “My account” and enter all of your information, 
including your AHA ID number!  

  
 
To set up a course, begin by going to “Settings.” Under “Course Types” click “New Course Type,” then enter 
the required information. Press “Update Course Type,” then click “Locations” and add a “New Location” 
according to how you would like the course location to read on the students’ cards (e.g., St Peters, Citibank, 
etc.). Try to keep the location names short, in order to ensure they will fit on the cards. 

 
 

Please keep your contact 
information (email, 
phone, and mailing 
address) up-to-date, as 
we use the information 
you provide through this 
system whenever we 
need to contact you. 
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After your settings are complete, go to “Classes and Students,” “Classes,” then “Add a Class.” Choose the 
appropriate information from the drop down boxes, especially including: 
 
1) The names of any Assistant Instructors who helped teach the class!  
 
2) In the "Notes" field, type the mailing address where you want the finished CPR cards sent, OR if you are 
sending e-cards to the students, simply type "e-cards" in this field.  
 
Click “Update class," and Go back to “Classes.”  
 

              
 

      
 

Next, open the class roster by pressing the Action button  and - at minimum - enter student names, phone 

numbers, and email addresses (these too will print exactly how you spell them). 
 
  

If the name of your 

assistant instructor(s) 

are not in the drop-

down list, contact the 

TC Coordinator at 

SCCAD for assistance. 
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After the class has been completed: 
 
You will need to enter written test scores or certificate numbers (see below). After logging in, go back to 
“Classes and Students,” “Classes,” then press the Action button for that course. Scroll down and press “EDIT 

SCORES.” Enter the test scores for HCP students, but for Heartsaver classes write N/A. If the student 
completed the first part of the course online, enter the certificate number instead. 
 

 The certificate number is located near the bottom of the certificate. 
 

Attaching Tests, Certificates, and Other Documents to the Class Record 
 
Before finalizing the class, go to the Class Details section and find "Documents" near the bottom of the page. Press the 
"browse..." button and select the file you wish to upload to the class record. Repeat this process for each additional 
document associated with that particular class. When finished, press the "update class" button.  
 
Please attach all of the following to the class record: 
 
1) Test sheets (for written exams and/or skills tests) 
 
2) Certificates verifying a student completed part one of the class online (if applicable) 
 Tip: Also be sure to enter the certificate # as this student's written exam score in Enrollware 

 

3) A copy of your paper roster (optional) 
 

If you do not attach all of these files to the class record, you must maintain all of the paper records for at least 3 years. 
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Where Do You Want the Cards Sent? 
 
Before finalizing the class in Enrollware: 

 

* If you want paper cards mailed, be sure to enter the mailing address of the person who will be receiving the cards 

in the "Notes" field of the Class Details section. See image below. 
 
 Please note that SCCAD will not mail paper cards to individual students, so enter only one address to which you want us to mail all of the 
 cards for that class. 

 

* If you want e-cards sent to the students, simply type "e-cards" in the "Notes" field. SCCAD will email each e-card 

directly to the students' email addresses, as recorded in your Enrollware roster. 
 
 Again, be mindful to enter the correct spelling of each student's email address. 
 

 

If you want paper cards, enter the mailing 

address here.  
If you want e-cards, simply type "e-cards" 



 

 
 

Finalizing the Class Record.
 
 
Type your name in the “Instructor Signature”

next to the Edit Scores button).  

 
Once you finalize the roster & pay for the cards/supplies (see below), 
the roster is not finalized we will not be able to see it in 
 
 

Using the "Product Order Form" to Pay for AHA Cards and Supplies 
 

 
 
As of January 1, 2016, SCCAD will require
supplies (e.g., one-way valves, manikin lungs, etc.) via the online "
how it works: 
 
1) After entering the class roster information in Enrollware, scroll down to the "
"Product Order Form" button on the right-
 

 
  

Finalizing the Class Record. 

“Instructor Signature” box and then “FINALIZE” your roster

pay for the cards/supplies (see below), we will be able to process your cards. 
will not be able to see it in our system!!  

Using the "Product Order Form" to Pay for AHA Cards and Supplies 

require all instructors to submit rosters and payment for AHA cards and disposable 
way valves, manikin lungs, etc.) via the online "Product Order Form" feature in Enrollware. Here's 

ter entering the class roster information in Enrollware, scroll down to the "Class Details" section and find the 
-hand side of the screen. 
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your roster (the red finalize tab is 

will be able to process your cards. If 

Using the "Product Order Form" to Pay for AHA Cards and Supplies  

all instructors to submit rosters and payment for AHA cards and disposable 
" feature in Enrollware. Here's 

" section and find the 
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2) On the next screen, enter the quantities of each card and/or items needed for the class, then proceed to checkout: 
 

 
 
3) On the next screen, enter your payment information and press "process payment," and you're finished! 

 
SCCAD will receive an automated email notification once you have finalized your class and paid for all CPR 
cards and supplies used. Upon receipt of this confirmation, we will begin processing the cards for your students.  
 
Note: A listing of supply pricing can be found at the end of this document. 
 

 

Final Reminders: 
 

Teaching Activity Records 
 
A couple of quick reminders regarding teaching activity records. First, remember that you are required to teach a 
minimum of 4 classes every 2 years in order to recertify as an instructor  
 
* The AHA only waives this teaching requirement if the instructor was on military or medical leave that prevented 
him/her from going to work for an extended period of time. Failing to meet the 4-class-minimum teaching requirement for 
any other reason is not valid, and the instructor will not be eligible for recertification. 
 
* Teaching the CPR station during an ACLS or PALS course does not count as BLS teaching activity.  
 
* If you teach for another training entity - not affiliated with SCCAD's TC - you must receive an "Instructor Teaching 
Activity Notice to Primary TC" from the lead instructor of that class and send it to SCCAD for inclusion in your records. 
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Assistant Instructors 

 
If another SCCAD-affiliated instructor helped you teach a class, you MUST enter the assistant instructor's name in the 
class record under Class Details! If you do not, there will be no record of that instructor's teaching activity. This could 
hinder him/her from being able to renew his/her instructorship at the end of the two-year instructor certification period. If 
the assistant instructor's name is not listed in the drop-down box, contact the SCCAD AHA TC Coordinator for help. 
 
And if the instructor is not affiliated with SCCAD but rather another Training Center, please complete the "Teaching 

Activity Notice to Primary TC" form, which can be found on the Enrollware homepage. Fill out the bottom portion of 
this form, sign it, then give it to the assistant instructor so that he/she can give it to his/her TC coordinator for inclusion in 
his/her AHA Instructor file. 
 

 
 
If you were an assistant instructor for a particular class, be sure to log in to Enrollware and verify that the lead instructor 
gave you credit for teaching. You should find a record of the class in your Enrollware account. If you do not find the 
record, please contact the lead instructor and have him/her edit the course record, adding you to the roster as an assistant. 
 

 

What if Students Don't Need Cards (e.g., Friends and Family CPR, etc.) 
 
In situations wherein your students will not receive CPR cards for completing CPR training, 
you will still need to create a roster in Enrollware in order for there to be a record of this 
teaching activity. And once you have created this class in Enrollware, you will need to pay for 
any disposable supplies you received from SCCAD, then Finalize the Roster. In the notes 
section in the Class Details, instead of writing "e-cards" or a mailing address as you would for a 
class wherein the students would be receiving cards, simply type "No cards needed." 
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Equipment & Supplies Pricing Worksheet (as of January 1, 2016)  

 

Qty Equipment Price Each Subtotal 

 
Adult Annie Manikin Lung (Disposable) and Manikin $2.50 

 

 
Child Jr. Manikin Lung (Disposable) and Manikin $2.25 

 

 
Infant Manikin Lung (Disposable) and Manikin $1.00 

 

 
Manikin Face Shields Bag of 10 (Disposable) $2.50 

 

 
Manikin Face Shields Box Of 50 (Disposable) $12.00 

 

 
One-Way Valve For Mouth to Mask (Disposable) $0.75 

 

 
Adult Mask for Mouth to Mask 

  

 
Peds Mask for Mouth to Mask 

  

 
BVM Adult With Face Mask 

  

 
BVM Pediatric With Face Mask 

  

 
AED Trainer 

  

 
Alcohol wipes 

  

 
Classroom Toolkit and DVD 

  

 
Heartsaver CPR AED  

  

 
Heartsaver First Aid  

  

 
Heartsaver CPR AED First Aid  

  

 
Heartsaver Pediatric First Aid (includes CPR AED) 

  

 
BLS For Healthcare Providers  

  

 
CPR For Family And Friends  

  

 

First Aid Equipment 

  

 
Kerlix Bandages $0.50 

 

 
Nitrile Gloves (pair) $0.25 

 

  

Sub Total _________ 

Plus Payment for CPR Cards ($3.00 for e-cards; $4.00 for paper cards) + _____ 

For ACLS, PALS, & PEARS Cards ($5.50 for e-cards; $6.50 for paper cards) Total _________ 
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* Prices subject to change at any time without notice 

 


